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PlanRep is an initiative of PMO-RALG.

The latest version of PlanRep, together with related resources, such as this operational manual, can be downloaded from the PlanRep home page on the PMO-RALG website www.poralg.go.tz
PlanRep is designed by PMO-RALG and the software has been engineered by University Computing Centre Ltd, Dar es Salaam

www.ucc.co.tz
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Abbreviations

FAQ
Frequently Asked Question

GFS

Government Financial Statistics

LGA

Local Government Authority

OC

Other charges

PE

Personal emoluments (salaries)

PMO-RALG   Prime Minister’s Office, Regional Administration and Local 


Government

RS

Regional Secretariat
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1
Introduction

1.1
Overview

The Local Government Planning and Reporting Database (PlanRep) is a specially-designed database for assisting local authorities in planning, budgeting, projecting revenue from all sources, and tracking funds received, physical implementation and expenditure. 

The PlanRep Meso version is a system designed especially for PMO-RALG and for the Regional Authorities to aggregate all the budgets of different local authorities and to allow them to analyse and compare the revenues and expenditures, both budgeted and actual, of all local authorities in Tanzania as a whole or in a particular region.

Software support is given on the PMO-RALG website www.poralg.go.tz.  There users can find the latest updates of the software, answers to FAQs, manuals, details of the training PlanRep (LGA version) ‘video’ and other helpful information.  To access the users area on the website, use the login name user and the password planrep. 

Using the labour census data, the PlanRep Meso calculates all the figures on a per capita basis for comparison purposes.  The software automatically uses the correct figures of total population for each local authority or region as a denominator to calculate the per capita figure.

The PlanRep Meso uses the Tanzania Socio Economic Database for displaying data in the form of maps.  When used at regional level, districts can be displayed.

1.2
Functions

The system allows the user to

· Import data that local authorities have sent on diskette or by email or flash memory
· Monitor which local authorities have submitted data and which have not yet done so

· Compare breakdowns of revenue projected and revenue collected by Councils

· Compare breakdowns of revenue projected and revenue collected by GFS code aggregated across all local authorities

· Compare urban and rural revenue projections

· Compare urban and rural revenue collections

· Compare each local authorities’ expenditure projections to actual expenditure

· Compare urban and rural local authorities expenditure budgets

· Compare urban and rural local authorities actual expenditure

· Compare budgeted expenditure with actual expenditure aggregated across local authorities broken down by sector

· Compare urban and rural budgets aggregated across local authorities and broken down by target type

· View variances between budgets and actual amounts

· View figures as absolute figures or on per capita basis

· Produce graphs of the above information in a variety of formats

· Print out the above information in a variety of formats

2
Installing PlanRep Meso

2.1
Starting the program

The following steps have to be taken to start using the program.   Before you install the program, check that the computer internal clock date is correct.  To check it, go to Start/Control panel/Date and Time and change if necessary. 

First check which version of Microsoft Access is installed on the computer by opening Access and clicking Help/About Microsoft Access (see Appendix A).
2.2
Setting up PlanRep

Using the CD:

· Close all programs on the computer

· Insert the CD in the drive, and use Windows Explorer to open it, by right- clicking on the Start button, then left clicking Explore.  The CD will normally be drive D or E

· Open the folder by double-clicking and then double-click the file called  Install_PlanRep2Meso_2000.exe or Install_PlanRep2Meso_2002.exe
If your computer is installed with Microsoft Office 2000, install the “Install_PlanRep2Meso_2000.exe”. For all other versions of MS Office higher than MS Office 2000, you can install either version.

· The following screen should appear.  
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· Click ‘Install’ to bring up the next screen

NOTE: 

It advised to install on the default folder. If you must install on a folder other than the default, i.e. C:\PlanRep2Meso, recreate the shortcut by either redirecting it to the new folder or by deleting it and creating a new one from the folder on installation.

3
Opening the database and navigating through the menu system

3.1
Opening the PlanRep Meso database

Click Start/Programs/PlanRep Meso. The program will then show two options as shown below, namely PlanRep Meso and PlanRep Meso Operating Manual. Select PlanRep Meso to run the program.
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3.2
Navigating through the menu system

When you open the PlanRep Meso system you will see the main menu:
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From here you can access the analysis screens (the first eight buttons), and tools such as import data, lists of subvotes and area setup.  Some of the buttons lead to a sub menu (for example printouts submenu).  If you wish to return from a submenu to a higher level menu or from another screen to a menu, use the return button 
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.  

Pressing the return buttons repeatedly on each screen or submenu will lead you back to the main menu.  To exit the database choose “Quit Database” from the main menu.

4
Selecting your Region

This system is customised for a particular regional secretariat (which is analysing the data of the districts in its own region only).  Therefore as soon as you start using the system, it is important to select the appropriate regional secretariat you work with.  To do this:

· On the top menu bar, Click on File…Open
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Clicking on the Open option the following dialog box opens for selecting the regional datafile
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As can be noted, each region has a specific code assigned to it by the Ministry of Finance. Select the file with a suffix of your regional code, e.g. for Arusha select “PlanRep2_data_70.mdb”
The full list of each region and its code if found at Appendix A at the end of this manual. 

· After successfully selecting your Regional Secretariat file, set up the contact information.

· From the Main Menu, choose “Area Setup”.  You will see the following:
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· Fill in your organisation’s contact information

· Click the [image: image9.png]


 button to save.  You will see the following message:

[image: image10.jpg]System Message %

9

) Are you sure you want to changs the contact information?





5
Importing data into PlanRep Meso

Local Authorities will send their data to PMO-RALG or the Regional authority either by email or by diskette or flash disk.  The name of the file the local authorities will send will be in the format is PlanRep2_XX_YYYY_YY.mdb, e.g. PlanRep2_FA_2006_07.mdb is a file from Bagamoyo (code FA) for 2006/07. Do not change the name of the file.
To import data, follow these steps:

· Whenever a local authority sends you a file, check that it is the correct file by checking that the file name is PlanRep2_XX_YYYY_YY.mdb where XX will be a code representing their particular local authority and YYYY_YY represents the year e.g. 2006_07.  If not, inform the local authority to send the correct file.

· Copy the files that local authorities send into the folder 

C:/PlanRep2Meso/DataImport or on the DataImport folder of the Meso installation.
· Open the PlanRepMeso database

· On the Main Menu, choose the “Import Data” button.  You will then see the following screen:
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This screen displays all the files which you have copied into the DataImport folder which apply to your region as appropriate, but which you have not yet imported into the database.  For each file you will see its district as well as information on when it was created (i.e. when it was exported by the local authority).

· Click on a file to highlight it

· Click the Import button.  You will be asked if you want to import the file, so click “Yes”

· If a local authority has already sent you data for that year and is now sending you an updated version, you will be asked if you want to overwrite the existing data.  If you are sure that the file you are importing is more up-to-date than the file you imported previously for that local authority, click “yes”.

· You will receive a message that the data has been successfully imported

· You may then follow the same process with the other files to be imported

· When you are finished, click the “Return” button

When data is imported the file is moved from the DataImport folder to the DataArchive folder.  It is kept there for your records until another updated version is imported and overwrites it. In case you want to keep even when an update is imported, copy it to another folder.

If you wish to view or print a full list of local authorities which have already submitted data or which have not yet submitted data, go to “Reported LGAs” and “Missing LGAs” in the Printouts menu.  For further details see section 7 of this manual dealing with printouts.

6
Analysis screens

6.1
Introduction

The analysis screens are accessed from the main menu of the Meso PlanRep system.

They consist of the following screens:

· Revenue Projection and Funds Received

· Revenue Projection for Rural and Urban

· Funds Received for Rural and Urban

· Budgets and Expenditure

· Budgets for Rural and Urban

· Expenditure for Rural and Urban

· Budgets and Expenditure per Sector

· Budgets for Rural and Urban per Target Type

All of the screens have some common features which are described below.  

6.2
Budget Category and Year

At the top of the screen you will see boxes for budget category and year:
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When you enter the screen, you must choose the budget category.  For revenue screens they are “Own Sources”, “Central Government”, “Development Partners” and “Community Contribution”.  For expenditure screens they are “Other Charges”, “Personal Emoluments” and “Development”.  The information you will view on the screen will be from this budget category only.  You must also choose the year for which you wish to view information.

6.3 “Drilling down” tool

All screens have a “drilling down” tool.  This means that if you double click the mouse in the shadowed columns of a particular row you will see that information in that row broken down at a greater level of detail.   Shadowed columns appear like this: 
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The following example is taken from the “Budgets and Expenditure” screen:
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If you double click on “Pwani”, the total aggregated figure for Pwani will be broken down into different districts.  
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If you then double click on Rufiji, the total figure for Rufiji will be broken down into subvotes.
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If you double click at the lowest level of detail you will return to the highest level again.

The following are the different drill down levels in each screen:

· Revenue Projection and Funds Received by Region

· Regions

· Districts

· Revenue types - GFS codes

· Revenue Projection and Funds Received by Sources
· Revenue types - GFS codes

· Regions

· Districts

· Revenue Projection for Rural and Urban

· Revenue types - GFS codes

· Regions

· Districts

· Funds Received for Rural and Urban

· Revenue types - GFS codes

· Regions

· Districts

· Budgets and Expenditure

· Regions

· Districts

· Subvotes

· Expenditure for Rural and Urban

· Regions

· Districts

· Subvotes

· Budgets for Rural and Urban

· Regions

· Districts

· Subvotes

· Budgets and Expenditure per Sector

· Sector

· Subvote

· Budgets for Rural and Urban per Target Type

· Target Type

· Region

· District

· Subvote

Note that when Regional authorities are using the system, any regional breakdown will only display one line for their region.  Simply double click on your region name to get a further breakdown.

6.4
Columns in analysis screens

You will notice various columns appearing in the analysis screens.  Absolute revenue budget figures, revenue collected figures, expenditure budget figures and expenditure actual figures appear in different screens as appropriate.  Per capita figures also appear.  These are the absolute figures divided by the appropriate population figure for the area in question (national, regional or district).  The population figures used come from the Tanzania Socio Economic Database.  You will also see variance figures in some screens which are absolute differences between budget figures and actual figures.  You may also see variance percentages which are absolute variances divided by the budget figures expressed as a percentage.

6.5
Making Graphs

There is a tool for creating a graph out of the information you see displayed on your screen.  Graphs can be made of information at any drill down level.  First find the information you want in your graph by going to the appropriate screen and the appropriate drill down level.

At the bottom of the analysis screens you will see the following tools for producing graphs:
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The first two boxes allow you to specify which information on the screen is displayed in the graph.  For example if you have revenue collection data for all districts displayed on your screen and you wish to make a graph of only the top five districts with the highest revenue collection, then choose “5” from the first box and “Top” from the second.

The next options do not appear on the urban/rural screens but appear on the other screens.  You can choose whether your graph will display the actual amount of revenue of expenditure, or the per capita amount (i.e. the amount divided by the population of Tanzania, of the Region or of the District as appropriate).

When you are finished choosing your options, click the “View Graph” button to display the graph you have requested.
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You can print the graph by:

· using the print button on the toolbar [image: image19.png]


; or 

· choosing the “file” menu, then “print”.

To exit the graph and return to the analysis screen:

· Press the escape key Esc on the top left of your keyboard; or 

· Click the [image: image20.png]


 button on the top of the graph (it will be the lower of two X buttons). 

7
Printouts

7.1
Printing data from an analysis screen

From some of the analysis screens you can print the data you see.  

To view the data in printable format:

· From the main menu, go to the analysis screen corresponding to the data you wish to print and drill down to the level of data you wish to see

· Click the [image: image21.png]Preview



 button

7.2
Printing from pre-prepared printouts

As well as printing data from analysis screens, there are also a number of pre-prepared printouts for you to use.  To access these:

· Choose “Printouts” from the main menu. 

· Choose the printout you wish to print
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7.3
Using the print preview
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To scroll to different pages of the printout:

· Use the scroll page buttons at the bottom left of the screen [image: image24.png]Page: M| |[ 4 2 M




While in preview mode, print the data by:

· using the print button on the toolbar [image: image25.png]


; or 

· choosing the “file” menu, then “print”.

To exit the preview and return to the analysis screen or the main menu:

· Press the escape key Esc on the top left of your keyboard; or 

· Click the [image: image26.png]


 button on the top of the graph (it will be the lower of two X buttons). 

8 Other useful tools

8.1
List of subvotes

From the main menu you many choose “list of subvotes” in order to view a full list of expenditure subvotes.

A

Appendix A
List of Regional Secretariats

	Vote number
	Vote description

	70
	Arusha Region

	71
	Coast Region

	72
	Dodoma Region

	73
	Iringa Region

	74
	Kigoma Region

	75
	Kilimanjaro Region

	76
	Lindi Region

	77
	Mara Region

	78
	Mbeya Region

	79
	Morogoro Region

	80
	Mtwara Region

	81
	Mwanza Region

	82
	Ruvuma Region

	83
	Shinyanga Region

	84
	Singida Region

	85
	Tabora Region

	86
	Tanga Region

	87
	Kagera Region

	88
	Dar es Salaam Region

	89
	Rukwa Region

	95
	Manyara Region
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